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Quality Assurance Checklist

A checklist to ensure the quality assurance of your evaluation activity. 












.

1. Audit

1.1. [bookmark: _Hlk198892104]Have you mapped your current service offer against the YMCA service themes and strand structure (Strand 1, 2 or 3)?  Yes   No   Not relevant
1.2. Have you identified the portfolio of services relevant to this evaluation (e.g. all Strand programmes in the Youth Services theme)?  Yes   No   Not relevant
1.3. Have you confirmed how long each programme runs and the level of contact with young people?  Yes   No   Not relevant
1.4. Have you recorded the mapping date and named the person responsible?  Yes   No   Not relevant
1.5. Has a peer reviewed your strand allocations to confirm consistency?  Yes   No   Not relevant

2. Outcomes Selection

2.1. Have you selected outcomes that are relevant to the strand (e.g. pre/post outcomes for Strand 2)?  Yes   No   Not relevant
2.2. Have you chosen indicators that match the skills or changes your programme aims to deliver?  Yes   No   Not relevant
2.3. Have you documented your outcome selections and provided a rationale for each?  Yes   No   Not relevant
2.4. Has your outcome selection been reviewed and signed off by a manager or evaluation lead?  Yes   No   Not relevant
2.5. Are you clear on the primary reason for this evaluation (e.g. performance improvement, service development, accountability, funding evidence)?  Yes   No   Not relevant

3. Evaluation Design

3.1. Have you decided what data collection methods to use (e.g. surveys, case notes, participatory methods)?  Yes   No   Not relevant
3.2. Have you scheduled baseline and endpoint data collection (for Strands 1 and 2)?  Yes   No   Not relevant
3.3. Have you planned how to capture qualitative insight (e.g. follow-up interviews, case stories)?  Yes   No   Not relevant 
3.4. Have you completed a short evaluation plan including timeline, methods, and sample size?  Yes   No   Not relevant
3.5. Have you completed a consent and GDPR compliance check?  Yes   No   Not relevant
3.6. Is a consent form in place and ready for use?  Yes   No   Not relevant
3.7. Have all GDPR issues (e.g. lawful basis, data storage, retention) been resolved?  Yes   No   Not relevant
3.8. Have you considered safeguarding in the evaluation design (including risks, staff competency, and age-appropriateness)?  Yes   No   Not relevant

4. Tool Design

4.1. Are you clear on which tools are required for this strand and how they will be used (e.g. survey vs case review)?  Yes   No   Not relevant
4.2. Are you clear on how to ensure the tools capture the right information for the outcome indicators you’ve chosen?  Yes   No   Not relevant
4.3. Are you clear on which version of the template you are using and how to complete each tab (Baseline, Endpoint, Analysis, Stat Test)?  Yes   No   Not relevant
4.4. Have you added dropdowns, formulas, and scale categories to the Excel sheet correctly?  Yes   No   Not relevant
4.5. Have you ensured demographic data is captured in every workbook (ID, Age, Gender, Disability)?  Yes   No   Not relevant
4.6. Have the tools been tested by a second person for technical functionality?  Yes   No   Not relevant
4.7. Have questions been piloted with young people for clarity and relevance?  Yes   No   Not relevant

5. Sampling

5.1. Are you clear on the sample size and rationale for this evaluation (e.g. all participants, targeted group, random selection)?  Yes   No   Not relevant
5.2. Are you clear on how to avoid over-sampling young people who use multiple services?  Yes   No   Not relevant
5.3. For Strand 3: Are you clear on how to select a representative sample of case notes?  Yes   No   Not relevant
5.4. Have you kept a sampling log noting who was included/excluded and why?  Yes   No   Not relevant
5.5. Have you conducted a conflict check to ensure no duplication across strands?  Yes   No   Not relevant

6. Analysis

6.1. Are you clear on which analysis methods will be used and by whom (e.g. Excel formula, manual count, statistical test)?  Yes   No   Not relevant
6.2. Are you clear on how the Analysis and Stat Test tabs are structured and what results need to be entered?  Yes   No   Not relevant
6.3. For Strand 3: Are you clear on how to build composite case examples and analyse service pathways?  Yes   No   Not relevant
6.4. Have you validated 10% of survey or case data entries for accuracy?  Yes   No   Not relevant
6.5. Has the statistical test and interpretation been independently checked?  Yes   No   Not relevant

7. Manager's Sign-Off

Name of manager: ______________________________
Date of final review: ____________________________

I confirm that all required stages and QA checks have been completed. 

Signature: ____________________________
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